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Following is a list of typical records, information, and archives policies that any organization, such as a 

First Nations government, cultural institution, museum, or business might choose to develop in order to 

govern the care of its own records and archives.  

This list does NOT reflect the tools that an organization might develop in order to provide specific 

archival services – such as forms for arrangement and description of archives, digitization of archival 

materials, and so on. For information on the types of forms and templates that might be used to support 

specific archival duties, readers are urged to review the resources available on the Archives Association 

of British Columbia toolkit, at www.aabc.ca/toolkit. 

This list was prepared by Laura Millar for the Yukon Council of Archives, as part of the Memory Yukon 

Project in July 2016.  

This list should be considered a guide ONLY to the wide range of policy and procedures documents than 

an organization might create. Not all organizations will require all the types of policies or procedures 

mentioned here, and some organizations may need other policies and procedures not mentioned here.  

 

 

 

Laura Millar 

21 July 2016 

  

http://www.aabc.ca/toolkit
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No Title Description and comments 

1.  
Information 
Governance – Policy 

This overarching policy confirms the organization’s responsibility to manage all its 
information assets in compliance with legal, financial, administrative, and 
evidential requirements. This high-level policy includes key definitions for specific 
terms such as records, data, information, and archives. 

This is a core IM policy, critical for supporting accountable records and 
information management and emphasizing the value of information, particularly 
documentary evidence in the form of records, as a critical business asset, to 
managed for efficiency but also for accountability in the short- and long-term. . All 
other RIM-related policies and procedures would be subordinate to this 
document. 

2.  
Recordkeeping – 
Policy 

This policy confirms the organization’s responsibility to create records as evidence 
of actions, transactions, and decisions, and to keep those records appropriately 
for as long as required. 

From this policy should come guidance about questions such as “when should I 
create a record?” and “why does the organization manage and preserve records 
in the short- and long term?”, “when should I capture and store a record in a 
shared recordkeeping tool (such as SharePoint or an electronic document 
management system or EDRMS)?” “which records should be captured, when, and 
why?” and so on. 

3.  Archives – Policy 

This policy confirms the organization’s responsibility to preserve a small portion 
of its records for their enduring value as evidence of the actions, transactions, 
and decisions of the organization, in order to (a) ensure the long-term 
accountability of the organization to its stakeholders and to the public, (b) to 
foster a sense of collective identity of the stakeholders of the organization 
through the preservation of key documentary resources, and (c) to support and 
preserve a collective memory of the organization and its constituents, again 
through the preservation of documentary evidence. 

4.  
Email Management – 
Policy 

This policy emphasizes the particular importance of managing email effectively so 
that the vast quantity of transitory emails are removed from the organization’s 
records systems and the small portion with evidential value are retained 
appropriately for as long as required as documentary evidence. 

This policy would be supported by a range of best practice guidance in email 
management, particularly procedures and guidelines related to determining when 
to keep emails, how to know who ought to keep emails when several parties are 
copied, how to distinguish between transitory emails and emails that should be 
retained as corporate records, etc. 

5.  
Vital Records 
Management – Policy 

This policy would specifically identify vital records and would provide instructions 
on how to manage them so that they are accessible to allow the organization to 
continue operations in an emergency. 



Memory Yukon Project:  
RIM Policies and Procedures 

Prepared by Laura Millar for the Yukon Council of Archives, 21 July 2016, p. 3 

 

 

No Title Description and comments 

6.  
Access and Privacy -- 
Policy 

This policy clarifies the organization’s responsibilities under any relevant access 
and privacy legislation to provide access to official records and information as well 
as to protect individual privacy. 

7.  Open Data – Policy 

This policy identifies the organization’s goals and objectives in relation to providing 
open access to data, information, and records. This policy would be developed in 
accordance with the organization’s position on open data; it is assumed that open 
data would be a desirable goal of the organization and would be pursued as staff 
resources allow. 

8.  

Business Continuity 

and Records 

Management during 

Emergencies – Policy  

This policy should confirm staff responsibilities for following specific procedures 
during and after an emergency; this policy should be supported by a range of 
procedures and guidance materials that help staff know how to protect and 
access vital records and protect and use records effectively to support business 
continuity in an emergency. 

9.  
Managing Official 
Records – Procedures 

This could be one or a suite of procedures documents addressing the 
management of records through the life cycle, introducing and explaining best 
practices in records and information management, and answering core questions 
about basic records actions, such as, for instance, “when do I create and keep a 
record?”.  

10.  

Managing Records in 
Shared 
Recordkeeping Tools 
– Procedures 

This set of procedures would address how to create, store, use, and manage 
records in a shared electronic recordkeeping tool such as SharePoint or an 
electronic document or records management system (EDRMS). Particular emphasis 
would be placed on how to classify, tag, or otherwise identify and store records in 
appropriate locations. The nature and scope of these procedures would depend in 
large part on how the organization configures its electronic recordkeeping tools 
records retention and disposal.  

It is important to recognize that not all shared recordkeeping tools – especially 
shared computer servers – do NOT international standards for records 
management, preservation, and use. The organization will need to decide if it 
wishes to incorporate records retention/disposal functionalities into the chosen 
recordkeeping tool or if the organization wishes to develop a separate “trusted 
digital repository” for the safe storage of electronic records. Either decision would 
require the implementation of additional software. Depending on those decisions, 
the organization will need to provide additional staff guidance on how to use those 
tools to support records storage, disposal, and preservation.  

11.  

Understanding 
Official 
Recordkeeping 
Responsibilities – 
Procedures  

These procedures would serve to help the staff understand the different 
recordkeeping responsibilities associated with roles such as, for example, team 
leader, team member, program manager, or project participant. These 
procedures would also explain the concept of Official Record Holder: the person 
in the organization with official responsibility for managing all the records and 
information from a particular project, committee, activity, or so on. 
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12.  

Establishing/Applying 
Naming Conventions, 
Managing Metadata, 
and Controlling 
Terminology – 
Procedures  

Depending on the configuration of electronic or paper records storage systems, 
these procedures would provide guidance on how to control the use of language 
– such as the names of committees or activities, people or events, file titles or 
folder names – so that language is used consistently and people can search for 
and retrieve information in records and in electronic or paper files easily.  

13.  

Managing Transitory 
Records and Works 
In Progress – 
Procedures  

These procedures would provide guidance on how to distinguish between official 
records, transitory documents, and works in progress, and how to manage each 
of those categories of information resource in compliance with organizational 
records policies and requirements.  

14.  
Managing Versions of 
Records – Procedures  

The purpose of these procedures would be to help the organization reduce the 
creation of copies or the use of email attachments, particularly by outlining best 
practice for the use of links to documents in an electronic recordkeeping sysem. 
The procedures would also provide guidance about how to remove unneeded 
versions of documents while understanding situations where there may 
legitimately be two “originals” that both need to be retained. 

15.  
Managing Case Files 
– Procedures  

This set of procedures would outline the need for consistency and oversight in 
case file management, such as the individual files of staff members or health files 
related to citizens. Procedures would outline such issues as when to keep or 
remove information from files, who is allowed to access individual files, and how 
long such files need to be kept.  

16.  

Managing Records 
when Staff Leave the 
Organization – 
Procedures 

These procedures would outline the care of records when staff members shift 
positions within the organization or when they leave the employ of the 
organization. It may be necessary to create a policy around managing records at 
the time of staff departures, to support the transition from one staff member to 
another. It is critical to develop procedures that allow for the smooth transition of 
knowledge about the work being performed in a position, and the records and 
information related to that work, so that incoming staff are able to start work 
quickly and effectively.  

17.  
Managing Records 
Created Using Social 
Media – Procedures  

These procedures would help staff understand the need to determine and 
address the risks associated with using social media – such as Twitter or Facebook 
– to communicate information that may have evidential value. These procedures 
may be supported by a higher-level policy about when the organization should or 
should not use tools such as Twitter or Facebook etc. to conduct business or 
document decisions. 

18.  
Managing Records in 
Websites – 
Procedures  

These procedures would provide guidance on how to determine when web-based 
information may or may not be a record and how to manage that information 
accordingly. These procedures may be supported by a higher-level policy about 
how the organization places official information on its website. 
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19.  

Digitization and 
Imaging 
Management – 
Procedures  

These procedures would ensure organization staff apply internationally accepted 
standards and best practice when converting analog records to digital, such as 
scanning textual documents or photographs.  

20.  
Forms and Templates 
Management – 
Procedures 

The purpose of these procedures would be to ensure that any forms or templates 
used by the organization conform to recordkeeping requirements, as well as to any 
requirements for access and privacy management under relevant legislation. It is 
critical that any organization always know that it is using the most up-to-date form 
or template for any task and that obsolete forms and templates are removed from 
paper or electronic systems so that there is no confusion.  

21.  
Use of Digital 
Signatures -- 
Procedures 

These procedures would clarify the organization’s approach to the use of digital 
signatures, in particular by outlining the distinction between scanned images of 
signatures and encrypted digital signatures and confirming when one or the other 
may be deemed appropriate. The procedures may be expanded as higher-level 
policies, and they may also be broadened to address the wider question of 
organization requirements and protocols for authorizing and authenticating 
electronic documents and records as reliable and secure evidence.  

22.  
Records storage and 
preservation – 
procedures 

These procedures would address processes such as records transfer, vital records 
management, records destruction, and long-term preservation of records and 
archives, including both paper and electronic materials. These procedures could 
be enhanced by higher-level policies on the preservation of digital archives, 
including ensuring that electronic archives are stored securely for long-term 
evidence and access. 

23.  
Archives 
management –
procedures  

A wide suite of procedures would be established to manage the archives of the 
organization, including procedures related to: appraisal, accessioning, 
arrangement, description, conservation, access, digitization, storage, and so on. 

 

 

While this list may seem daunting, it is hoped that users will see the value in considering how some or all of the 

suggested policies and procedures may fit usefully within the operations of their own organization, in order to 

manage their records and archives effectively, efficiently, and for accountability and access for both the immediate 

benefit of the organization and for the future value to citizens, stakeholders, and the public at large.  


